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HR Exporting Report Results

The Exporting Report Results section provides an overview for exporting report results from the HRMS
Portal.

Topics covered in this section include:

» Export to CSV File
» Export to MS Excel File
» Export to Adobe PDF File
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Export to CSV File

Exporting report results to a Comma Separated Value file (.csv):
To open a CSV file: Access the Context Menu and select Broadcast and Export/Export to CSV:

Minority Distribution

Display As Tabls ﬂ Information | Send | Print Version | Export to Excel Cl:lmrnents|
+ Columns Full Time Claz=zified .
) # of Employees  ~
* Key Figures
e Perzonnel Jﬂxr""':‘:l """"'*"; Ethnic Origin =
. Pe 1A itter
rEOnnEl AT 1110 Dept . 10/Not assigned 3
= Gender Change Drildown 4

= Ethnic Origin Broadcast and Export 3 |Broadcast E-Mal [Shan 1

* Free characteriztics Save View Broadcast to Portal |nder 6
= Organizational Unit Broadcast to Printer L rigin 3
Properties 4
Calculations and Translationz ® | Bookmark
At the File Download box, select Open Documents g — &
: : : r Rezult 34
to open the CSV File immediately. Sort Personnel Area T
Male |- The CSV File is opened in Excel.
File Download el
S—— TRNEA - RERE T NN A AR RN s A RRSRAL- NN TN
) R Wt Pt I W NN | < | [y - ], ¢ Reply with Changes... End Review... B i Arial
Do you want to open or save this file? A1 - # Winority Distribution
1 |Minarity Distributi
:!n j Name: Z_STANDARD_WEE_TEMPLATE.csv 3 [CastDota Update—
- e : 3
¥ | 3 |
Type: Microsoft Office Excel Comma Separated Values Fil. .. 4 [Display As
From: myhrms,wa,gn'u | & |To adjust filter area, drag characteristics from navigation area into filter area
6
IND exceptions are defined
| & [-""™ " "Full Time Classified # of Employees”;"Full Time Classified Avg Salary”;"Full Time
[ Save ] l Cancel l | 9 |Personnel Area;"Personnel Area”;"Gender";"Ethnic Origin";"™":"§";"""§",""."§","""§";""."§"
10 |1110;"Dept of Personnel”;"Female”;"10/Mot assigned”;"8"."57

| 111110:"Dept of Personnel”."Female";"American Indian/Alaskan”;’
| 12 |1110:"Dept of Personnel”."Female";"Asian or Pacific Islander”.”
13 |1110;"Dept of Personnel”;"Female";"Black/MNot Hispanic origin™;"3""
W}'IIIE-' ﬁIES fl'ﬂl'l'l thE ||'TtE|T|E-‘t can bE-' IJSE-‘ﬁJl, some ﬁlES can pnterﬁlalh.’ T 1110;"Dept of Personnel”;"Female":"Hispanic™;"";"™";"1":"141
@ ham your computer. f you do not trust the source, do not open ar | 15 [1110:"Dept of Personnel”;"Female";"White/Not Hispanic origin”;"66":"49
save this file. What 's the risk? | 16 |1110;"Dept of Personnel";"Female""Result";"84","50
- 17 |1110;"Dept of Personnel™:"Male";"American Indian/Alaskan”;"™:"";"1";"111
Continued...
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WSD Personnt

Export to CSV File, cont..

To Save a CSV file: from the File Download dialog

File Download

box, click Save.
Locate the folder in which to
Save the report results.

3.

. Select All Files from the Save as

type dropdown listbox.
Note: If All Files is not selected, the
.csv file will be saved as a MS Excel

Do you want to open or save this file?

=)

Mame: 7_STAMDARD _WEE_TEMPLATE.csw
Type: Microsoft Office Excel Comma Separated Values Fil...

Save %

From: myhrms.wa.gov

[ Open Cancel ]

Worksheet by default.

While files fram the Intemet can be useful, same files can potertially
harm your computer. f you do not trust the source, do not open ar
save this file. What's the risk?

v

. Name the file (include “.csv” at

-

the end). S 2J&3
6. Click Save. Save in: |‘ﬁﬂyﬂmm|.ta M (€ ¥ B O
An option to open the file may be _ o Local Disk (C)
provided upon saving. To locate the ____j
saved file later, use the folder you g
indicated. This may be outside the
HRMS BW/BI application (for rL—:
example, if you saved your file to '
your C:drive in the .csv format). el
" File name: |Z_STANDARD_WEB_TEMPLATEcsw  |»| || Save |
Iy N;atwnrk Save as type: | Microsoft Office Excel Comma Separated UalueM [ Cancel ]
Continued...
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WSD Personnel

Export to CSV File, cont..

7.  Locate the CSV file that was saved and open the file.

£ STAMDARD
VWEB TEMPL B
ATE.C3v d

%] Microsoft Excel - Z_STANDARD_WEB_TEMPLATE. csv

I%] File Edit View [nsert Format Tools Data Window Help

HRR=E" BN NI= NN A A NN - A ARSI = RS A B O R RN N

Pigg sy @ o) GEy Ay 5 | [ =y (fi-d | ¥ Reply with Changes... End Review... B i Arial -0 ~|B I O
02 - &~
A | B | ¢ | b | E

1 |Minarity Distribution

2 |Last Data Update:

3 5/28/2008 1:10

4 |Display As

5 |To adjust filter area, drag characteristics from navigation area into filter area

B

T |MNo exceptions are defined

8 ;""" "Full Time Classified # of Employees”;"Full Time Classified Avg Salary";"f FT Exemg FT Exempt and PT Avg Salary™;
9 |Personnel Area;"Personnel Area”;"Gender”;"Ethnic Origin”"""5""""§" """ "§","" """ "§"

10 |1110;"Dept of Personnel”;"Female";"10/Not assigned”;"8";"57 1147 11470 BB

11 |1110;"Dept of Personnel”;"Female";"American Indian/Alaskan™;"1";"63 468" """ 032" 2602 "E 250"

12 |1110;"Dept of Personnel”;"Female";"Asian or Pacific |slander”;"6";"49 914" e a0om s 6418 6ER"

13 |1110;"Dept of Personnel”;"Female";"Black/MNot Hispanic origin”;"3";"43 364" 3644 A 0T

14 [1110;"Dept of Personnel”;"Female™;"Hispanic™;™™:"1";"141 o Y. Lt s R ¥ Ly

15 |1110;"Dept of Personnel”;"Female";"White/MNot Hispanic origin™,"66"."49 A4 e e gy 43690 92T

16 |1110;"Dept of Personnel”;"Female";"Result";"84";"50 393" "g" e a5E" M 9V 15" 652"

A7 14440-"Nent of Dorconno | N I N el e T e e L R EL] AEEr-me oy g Pt g oo

Result: The CSV file is opened in Microsoft Excel.
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HR Export to CSV File, cont..

The following example shows how to open the saved .csv file from Notepad:

1. Open MS Notepad. ~ | 2 untitted - Notepad
—) ||| File  Edit Format  Wiew Helg
e Chrl+M

Qpen. .. ErlH0
Save tl+5

Save As...

2. Click File from the menu.
3/ Click Open.

Page Setup...
Print. .. Chrl+P

Exit

14, Change the Files of type setting to “All Files”———-
and locate the saved .csv file in the
appropriate folder.

5. Once the file has been located, click on
it to select.

6. Click Open.

A\ 4

File name: | Minority Distrbution .csv Open

|.l‘-JI Files [ Cancel ]

Encoding: [Ansl

Continued...
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Export to CSV File, cont..

Result: Report results have been opened in MS Notepad.

AEX]

40 7_STANDARD_WEB_TEMPLATE.csv - Notepad

File Edit Format View Help
'Minority Distribution” ”~
"Last Data Update:"
"05/28/2008 01:10:21"
"Display as”
"To adjust filter area, drag characteristics from navigation area into filter area”
"No except'lorls are defined”
Fu'I'I Time C'Iass‘lf'led # of Emp'loyees "Full Time Classified Avg Salar
Personne'l Area" Personne'l Area’; "Gender Ethmc or'lgwn H HE
"1110"; Dept of Personne'l Fema'le lO/Not assigned”;"8";"
"1110"; "Dept of Personnel ","Fema'le American In '|an,fA'Iaskan ;
"1110"; "Dept of Personnel”;"Female"; "Asian or Pacific Is'lander
"1110"; "Dept of Personnel”;"Female B'Iack/Not H1spamc or'lg'ln H
"1110"; "pDept of Personnel” Hispanic™; "";"";"1"; "141,
"1110"; "Dept of Personnel’ wh'ltef’Not H1spamc or'lg'l
"1110"; "Dept of Personnel’ Result"; ,393"; 55
"1110"; "Dept of Personnel”;"Male”; "Amerdican Ind'lan/A'Iaskan H 3111, 456"
"1110"; "Dept of Personnel”;"mMale”;"Asian or Pacific Islander i L
"1110"; "Dept of Personnel” Black/Not Hispanic origi =
H pPersonnel’ "33 43, 028"
personne]’ white/Not H'ispamc origin
Personnel ","Ma'le";"Resu'It" "25";"50,511";
Personnel”; "Result"; "Result” "109"' "50 420"
"1111"; "Information services Division™: "Female" ;"Asian or pacific Is'lander
"1111"; "Information services Division Fema'le";"B'Iack/Not H'ispamc origin
"1111"; "Information services Division Female"; "Hispanic™; "1"
"1111"; "Information services Division wh'lte/Not H1spamc or'lg'ln
"1111"; "Information Services Division "result"; "37"; "66, 891";
"1111"; "Information Sservices Division 10/’N0t ass‘lgned""' ""'61 956
"1111"; "Information services Division Asian or pacific Islander™;"
1111"; "Information Services Division B'Iack,fNot H'|span'|c or'lg'ln
"1111"; "Information Services Division Hispanic";"1" ,"53,436"
"1111"; "Information Services Division wh'ltef’Not H'|spamc or'lg'l
"1111"; "Information services Division H Resu'lt '3 '69, 44
"1111"; "Information Services Division";"Result"; Resu'lt "68""'68 05 '
"overall Result";"overall Result";"overall Resu'lt";"overa'l'l Resu'lt";
3] i |

Personnel Area 5

1110

1

Gender &

Dept of Personnel Female

Male

Resutt

Information Services Division Female

Full Time Classified o

Full Time Classified »

#ofEmployees  ~  Avg Salary

Ethnic Origin & 5
10/Not assigned 8 57114
American Indian/Alaskan 1 63,468
Asian or Pacific lslander 6 49,914
Black/Not Higpanic origin 3 43,364
Hispanic
‘White/Not Hispanic origin 66 49744
Result 84 50,393
American Indian/Alaskan
Asian or Pacific lelander 2 32,970
Black/Mot Hizpanic origin 4 45,302
Hispanic 3 43028
Vhite/Not Higpanic arigin 16 54259
Result 25 50,511

109 50,420
Asian or Pacific lslander 5 88,125
Black/Mot Hispanic origin 2 59,106
Hizpanic 1 60,420
‘White/Not Hispanic origin 2 67,784
Result 7 66,891

Full Time Exempt

7 #ofEmployees T

S B e

Full Time Exempt
Avg Salary =

&1,032
90,000

141549
87977
91,558

111,456

105,480
107 472
95,898

100,882
100,892

Report results
will be exported

“ SAP/BW/BI exports .csv files as semi-colon separated values.

—
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Export to MS Excel File

The example below describes how to export the results of the Minority Distribution
report to MS Excel from the BW/BI Toolbar:

Click on the Export to Excel button on the toolbar

Minority Distribution

Digplay A= |Table

* Columnz
* Key Figures
¥ Rows
= Personnel Area
* Gender
= Ethnic Origin

* Free characteristics

* Qrganizational Unit

Perzonnel Area o

1110

ﬂ Information | Send | Print ‘-.-’ers.iunli Export to E:au:&l| Enmments|
Export to Excel

Gender =  Ethnic Origin &

Dept of Personnel Female 10/Not a==igned

American Indian/Alazkan
Azian or Pacific klander

Black/Mot Hizpanic origin

Full Time Classified -

# of Employees

o

File Download

Save As

]

From: myhrms.wa.gov

Do you want to open or save this file?

Name: Z_STANDARD_\WEE_TEMPLATE.xs
Type: Microsoft Excel Worksheet, 2,94 KB

Save in ‘@ Desktop

] ©2

° M-

. I3 variables
’J IC3) Veteran Status

Recent wap

) ARK DO NOT DELETE PAYROLL VALLXlS

I web Temps GMAP
Diesktop

|57 Business Warehouse

I Web Template
FT%
bwpowerusers308.xls

) personnel Areas.xls

[ Open ][ Save %[ Cancel l

|52 Training

9

save this file. What's the rsk?

While files from the Intemet can be useful, some files can potentially (]
harm your computer.  you do not trust the source, do not open or

@_]Cusbom Reports run time.xls

@Raguesm for Information
@T&am Folder Business Warehouse

m 2]

File name:

Z_STANDARD_WEB_TEMPLATE x|

y e ]

My Network Save as type:

‘ Microsoft Excel Worlshest

[VJ [ Cancel ]

Click Save on the File Download box

Section 10: General Topics / Exporting Report Results

Determine the location for the file to be saved and click Save
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HR Export to MS Excel File, cont..

. , , File Download
To open the file without saving, from the File Download
dialog bOX, click Open. Do you want to open or save this file?
lgj Mame: Z_STAMDARD_WEE_TEMPLATE.xls
i} Type: Microsoft Excel Worksheet, 2.94KE

The report will be opened in Microsoft Excel.

From: myhrms.wa.gov

[ Save ] [ Cancel ]

om the Imtemet can be useful, some files can potentialhy

[ HRNEE™ REEERRE RN N EEN e 4 - - F - 4] &) | [l 4% 100% - (pmputer. Fyou do not trust the source, do not open or

1| Microsoft Excel - I_STANDARD_WEB_TEMPLATE[1].xls

@_] File Edit WVew Insert Format Tools Data Window Help

- - - . What's the rishk?
i W Wt W I I LY N 5 | A (-4 | ¥4 Reply with Changes... End Review... B Arial - 3
A - A Minority Distribution - "
A B | ¢ | D | E

1 |Minority Distribution

2

3

4 |Mo exceptions are defined

5

6 Full Time Clazzified # of Employees

T |Perzonnel Area Gender Ethnic Crigin

g (1110 Dept of Personnel Female 10/Mot az=igned 2

9 110 Dept of Personnel Female American Indian/&lazkan 1

10 (1110 Dept of Perzonnel Female Asian or Pacific lzlander 8

11 [1110 Dept of Perzonnel Female Black/Mot Hizpanic origin 3

12 1110 Dept of Personnel Female Hispanic

13 (1110 Dept of Perzonnel Female White/Mot Hizpanic origin 66|

14 [1110 Dept of Perzonnel Female Rezult 84

Continued...
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Export to MS Excel File, cont..

The following example shows how to open a saved .xls file from MS Excel:

1 InE l lect File/O Microsoft Excel - Book1
- In EXce b setec ne pen @I_] File | Edit Wew Insert Format Tools Data Window
PN Mew. .. Ctrl+M
: Open... ctrl+0
= =
Close Open
Save Lookin: | [} Desktop v @ 2@ X i E - Tools~
1 Save As IC5)GMAP Graphs 23 Variables
2 = (D Junk () Yeteran Status
3 Save as Web Page... [C)0rq Unit Dwep
|C)Production BIP Portal errors (5 web Template
. 4 Save Workspace. .. (=) Publish to Portal 123 Web Temps GMAP
5 @ . IC5)R3 Reports Results @ARK DO MOT DELETE PAYROLL VALT.s
l, 2 3 Locate the f] le ) SeleCt £ X File Search. .. |C)Report screenshots {57 Business Warehouse
a a [{3 ” (CIRRI Izl._JIJ'J\'QU'J\'Erusers308.)(Is
L/' ]t, and Cl]Ck On O pen ° [C3)5elf Paced Material Sereenshots E._]Cusbom Reports run time xls
) 5ick leave for those wha B personnel Aress.xls
|C5ick Leave for those who took Sick Leave  [57) Requests for Information
LlSugerinee -7) Team Folder Business Warehouse
Microsoft Excel - Z_STANDARD_WEB_TEMPLATE.xls
@l_] Eile Edit View Insert Format Tools Data Window Help
3 A - ’ I
NEHEHR S SV E SR T 98T -] 2] 4G 100% -
g = 5 QOpen 1
H L 7 - ¥ 2 | T y with Chai Ve, i Arial - 8
. ERUP Wt [ R T N | : | 21 .J @_] | Reply with Changes .. End Review.. [l ¢ Aria oS —— —
. Al - # Minority Distribution
3.  Result: reports is | A B [C | D [ E

-

|Minori§ Distribution 1

displayed in Excel [z
| 3|
I Neo exceptions are defined
5
6 Full Time Clazzified # of Employses
| 7 |Personnel Area Gender Ethnic Origin
T"I 110 Dept of Personnel Female 10/MNot assigned ]
T"I 110 Dept of Personnel Female American Indian/Alaskan 1
W"I 110 Dept of Personnel Female Asian or Pacific lslander 31
T"I 110 Dept of Personnel Female Black/Not Hizpanic origin 3
PN Py e . 2

&Il When converting to an MS Excel file, conditions/exceptions, navigational settings and cell formatting are retained
upon export.

Continued...
Section 10: General Topics / Exporting Report Results 10



HR Export to Adobe PDF

The example below describes how to export the results of the Affirmative Action
Flexible Reporting report to a Adobe PDF from the BW/BI Toolbar:

Click on the Print Version button on the toolbar

Bl Reports

Organization Management | Personnel Administration | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting |

Affirmative Action Flexible Reporting

Affirmative Action Flexible Reporting

| p—
Display As |Table |+ [ Information || Send |[ Print Version || Export to Excel || Comments |
i)
~ Columns Business area 5 Organizational Unit 3 Job Class Code®  EEO Category &
« Key Figurss 1110 Department of Personnel 30000492 Dipee=amaacmiac — oo S —
Lo A os il ‘l!l ht‘b:ls:"’f’test-myhrms.u\'éhl EJ #4|| % | |Google 0|~

Sealing Factor
Scaling Factor

&' Fit to page width

[« Repeat column headers Theme: w oo [lﬂ BEx Web l I : E} 5 B =
" Fit to page Size = = . . - e = 1
: gal 8.5 x 14 Inch =] ; @- i Tl/s i@ @ [s16% |- @ =t W
" Poster X g L"ﬁ E\:ﬂ i '$ i S it i [ E}:I
Orientation: [Landscape Format [+] :

Page © File Edit View Favorites Tools Help

Header

Margins Left:
Center:

e Rit

Botom: e
Left e
Right Footer - e

Len
centr

Done

At the Export Dialog box, select the Size and Report is opened in a new window in PDF format.

Orientation that you want and click OK. .
Continued...
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Export to Adobe PDF, cont..

To save the file, click the Save icon:

]

-

W Il]] BEx Web

Click to save this file to your computer or anaother location|

Save a Copy...

My Recent
Documents

Desktop

Save in: | @ Desktop

¥ © & @

mMy Documents

*My Computer

‘QME Metwork Places
IC)4.24.09 Payroll

[C5) AFRS Restrict PT

IC3) Animated Clipart
(DEL

|CT)BI books

|C3) Biennium varizble steps

Determine where you
want to save the file,

Static Filters

Mosa

Crynamic Filters

Camndar Yaanbanh CAnnn
Employnent Staius 5 Actten; 1 irmcive

Hiy Figuram

s rvis i -

Totsl Enplrsai
1110 Cagatanan of Passnsal

Variables

it (Sacivad ron 2P_CALID) 04902000

Busi-miw @as Organizaiira Usit =

1180 Dapintriant of Paisosnel 300402 DIRECTOR'S OFFICE

deb Chaew Gode = EED Cumgery =

Ti9E

TigH

45 Pammprofemdonas
Fuset

42 Promocus
Fusat

EEJ e ——

Fmr
A5 Offica and Clafizal
Fmr

FE Whin

FE Higasic

Ettniity =
E2 et Hisparisilatne

E2 Ml HpamsLalng
E1 Hepanclaing

E2 Nl HipamLalng

give it a “File name”
and click Save.

I3 College

&%

o
My Documents () Compare

|C3) Count Employes

ICJ)Data Warehouse Lifecyde Toolkit downloads
|CT)EE History

[CHCA Test

(& Ju ]|

My Computer

-

A Flex Repoting |

File name:

My Metwork Save as type: |Adobe PDF Files (".pdf) lr_]

Section 10: General Topics / Exporting Report Results
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. Export to Adobe PDF, cont..

The following example shows how to open a saved Adobe PDF:

[ Adobe Reader
1. In AdObe, SeleCt File |Edit View Document Tools Window Help
File/Open: Bl i

eri+0 |/

Create Adobe PDE Dkne. .

&) Start Meeting...

.Open

h

Look in: | @ Desktop L‘L] Q g
Y |Transaction RSA1.SE16
{ 2} "
My Recent [T AA Flex .pdf
Documents 13
= | Eﬁusiness Warehouse
[ @ -iHD'N%ZDm%ZDEnhanEE%ZDSAP%ZDEEX%ZDWEIJ%ZDAHB\ 2er % 20(0ANALYSIS PATTE
| Desktop Pos Per Mstr List AH.pdf

52 Shorteut to Front-End Testing

. - . . |&3shorteut to Report Test Scripts

Digital Editions [gshorteut to Reports
= :
2 D -2.0
My Docamens _SOTEuDkManusc.n it-Ch 1-2.pdf
[A)Team Folder Business Warehouse
2 |l Arata +ha fila ecala~t =
L. LULAlT LUIIT 11T, STITLL ﬁ
g Q {3 O 9 My Computer
it, and click on “Open”. a )

File name: |AA Flex Reporting pdf

My Networke | Files of type: | Adobe FDF Fles (" pef)

=
i

= AA Flex Reporting.pdf - Adobe Reader
File Edit View Document Tools Window Help

B & e eefmn- HE -
B

3.  Result: reports is
displayed in Adobe:

Static Filters

None

Dynamic Filters

Calendar YearMonth 04/2009

Empioyment Status 3 Active: 1 Inactive

Key Figures Total Employees

Business ares 1110 Department of Personnel

Variables

Keydats (derived from Z°_CALMO) 04/30/2009

Business area Organizational Unit 3 Job Class Codd]
1110 Depanment of Personnel 30000482 DIRECTOR'S OFFICE 1055

Continued...
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